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MASSACHUSETTS DEPARTMENT OF DIVISION: ADMINISTRATION
CORRECTION

TITLE: EMPLOYEE MEALS NUMBER: 103 DOC 214

PURPOSE: To establish standards, speci fications, and
proper procedures for enployee neals within the
Massachusetts Depart nent of Correction
(“Departnent”)

REFERENCES: MGL. c. 124, 8 1 (c).
Executi ve Ofice of Adm ni stration and
Fi nance 801 CMR 4. 03, Rates

APPLICABILITY: Staff PUBLIC ACCESS: YES

LOCATION: Department Central Policy File
Each Institution’s Policy File

RESPONSIBLE STAFF FOR IMPLEMENTATION AND MONITORING OF
POLICY:
- Deputy Commi ssi oner of Adm ni strative
Servi ces
- Superint endent s
- I nstitutional Food Service Director
- Departnental Food Service Director

PROMULGATION DATE: 02/15/2005 EFFECTIVE DATE: 03/17/ 2005

CANCELLATION DATE: 103 DOC 214.00 cancels all Departnment
pol i ci es, pr ocedur es, Comm ssi oner’s
bulletins and rules and regulations
regarding enployee neals which are
inconsistent wwth this policy.

SEVERABILITY CLAUSE: If any part of t 103 DOC 214.00 is,
for any reason, held to be in excess
of the authority of the Conmm ssioner,
such decision shall not affect any
other part of this policy.
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214 .01

State Provided Employee Meals

214 .02

1

Pursuant to the regulations as set forth by
the Executive Ofice of Admnistration and
Finance in 801 CMR 4.03, Rates, Departnent
staff are required to purchase neal tickets
at a cost of $1.35 (plus neals tax) prior to
the consunption of a state neal, whether
from a staff dining room or min I|ine
ki t chen. The consunption of any portion of
the offered nenu, e.g. dessert, beverage,
entree, constitutes a neal and, as such,
requi res the aforenentioned rei nbursenent.

The treasurer of t he institution IS
responsible for the sale of neal tickets,
collection of funds, transfer of revenue,
and the accounting of unused neal tickets.

The institutional Food Service Director
shall ensure that all staff neals served are
appropriately conpensat ed W th a nmeal
ticket. Said tickets are to be collected
and delivered to the treasurer's office on a
daily basi s.

Contract Food Service Employee Meals

214.03

The same provisions shall be enployed as set
forth in paragraphs 1 & 2 of the previous
section for those institutions which have
contract food services unless otherw se
stipulated in the contractual agreenent or
as approved by t he Director of
Adm ni strative Services.

Culinary Arts Program Employee Meals
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1.

Departnent staff and guests are required to
purchase a culinary neal ticket prior to the
consunption of a culinary neal. The cost of a
culinary neal shall be established by the
Director of Inmate Training and Education.
Meal s tax shall be calculated on and added to
the established price.



214 .04

An i ndi vi dual desi gnat ed by t he
Superintendent shall be responsible for the
sale of culinary neal tickets, collection of
f unds, transfer of revenue, and t he
accounting of unused culinary neal tickets.

The Culinary Arts Instructor shall ensure
that all nmeals served are appropriately
conpensated with a culinary neal ticket.

Overtime Meal Reimbursement
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Enpl oyees who work three (3) or nore hours
overti ne, exclusive of nmeal tinmes, in
addi tion to their regul ar hour s of
enpl oynent or enployees who work three (3)
or nore hours, exclusive of neal tinmes on a
day other than their regular work day shall
be reinbursed for expenses incurred for
aut hori zed nmeal s, i ncl udi ng tips, in
accordance wth the respective collective
bar gai ni ng agreenent.

Those individuals who accept a neal ticket
for a meal from a staff dining room or
consune an overtinme nmeal from the main |ine
kitchen shall forfeit said reinbursenent.
I ndi viduals that purchase a neal from a
Culinary Arts Program shall be eligible for
r ei mbur senent in accordance W th t he
respective coll ective bargaini ng agreenent.

An Enpl oyee Rei nbursenent Form (attachnent

A) shall be conpleted in order to be
rei nbur sed. The Shi ft Commander or
appropriate Super vi sor shal | sign t he

conpl eted reinbursenent form and submt the
form along wth validated receipts to
Adm nistrative Services within thirty (30)
days of the cost incurred. If a receipt is
unavai lable to be submtted as supporting
docunentation for the reinbursenent, e.g.,
the overtine neal was purchased from a
vendi ng machi ne, t he reason for its
unavailability shall be indicated on the
Enpl oyee Rei nbur senent Form



4. Adm ni strative Services shall process al

r ei mbur senent forns t hr ough t he Human
Resour ces/ Cost Managenent System (HR/ CVB)
for paynment. Reinbursenent fornms containing
di screpancies, not conpleted properly, or
| acki ng recei pt s/ statenent of recei pt
unavailability shall be returned to the
respecti ve enpl oyee for corrective action.

214 .05 Travel Meal Reimbursement

1. Enpl oyees on approved travel status and away
from hone for nore than twenty-four (24)
hours shall be reinbursed for neals in
accordance wth the respective collective
bar gai ni ng agreenent.

2. Travel neal reinbursenents are considered
al l omances and as such do not require
recei pts for sane. Said rei nbursenments shal
be included with other travel expenses and
submtted on an Enpl oyee Rei nbursenment Form
(attachnment A) to Admi nistrative Services.

214.06 Responsible Staff

The Director of Admnistrative Services, under

the direction of the Deputy Comm ssioner of

Adm ni strative Services, shal | i npl enment and

monitor this policy throughout the Departnent.

The Director of Admnistrative Services or his

desi gnee shall have access to all institutions

and their fiscal records for audit purposes to
determ ne conpliance with this policy.
214.07 Retention of Accounting Records/Source Documents
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The Departnent (facility/institution) copy of all
fiscal docunents shall be systematically filed to
facilitate later retrieval for audit purposes.



Attachnment A (not on Intranet)
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